
Jointly Prepared by IWK H&S Practioners 

 

 

GUIDELINES  
For  

RETURNING TO 
OFFICE 

 POST MCO 
 

 



 

Table of Content 

 

Pages 

 

1. Introduction 

2. For Internal Use 

2.1 Returning to Office Guidelines 

2.1.1 Commuting to and from Office                                                                

2.1.2 Procedures Before Entering The Work Place (Before) 

2.1.3 General Rules 

2.1.4 In the Office 

2.1.5 Passing Document 

2.1.6 Ventilation and Common Items 

2.1.7 Emergency Situation Related COVID-19 

2.1.8 Lunch Break 

2.1.9 Working Hours 

 

2.2 Health & Safety Protocols 

2.2.1 General Guidelines 

2.2.2 Guidelines on Staff Movement Within Office Premises 

2.2.3 Guidelines For Project Meetings or Inter-department                           

and Unit  Meetings 

2.2.4 Guidelines For Meetings With External Parties 

2.2.5 Guidelines For Use of "Surau" 

2.2.6 Guidelines For Smokers 

2.2.7 Guidelines Using Lift (elevator) 

2.2.8 Guidelines For Face Mask & Gloves 

2.2.9 Guidelines For Cleaning Routine 

2.2.10 Guidelines For Toilet 

2.2.11 Guidelines For Business / Personal Travel- Local & Overseas 

2.2.12 Guidelines For Exiting Office Premises 

2.2.13 Guidelines For Vehicle / Transportation 

 

3. Guidelines For Operations And Maintenance 

3.1 Procedure At Customer Service Counter During                                                          

The Movement Control Order (MCO) 

3.2 Reporting Of COVID-19 Cases Among OMD Staff To HCAD 

 

1-2 

3 

 

4 

4-5 

6 

6-7 

7 

7 

8 

8 

9 

 

 

9 

10 

10 

 

   11 

11-12 

12 

12 

13 

13 

13 

14 

15 

15 

 

16 

17-19 

 

19-20 



 

3.3 Guide on Using Face Mask and Hand Sanitizer for OMD Staff 

3.4 Personal Perspective Equipment (PPE) Standards and                                     

Additional Safety Measures Use By Field and Contractor                                         

Who Handled Sewage Removal 

3.5 COVID-19 Prevention Measures For OMD IWK Field Staff Who                                

Deal With Customers 

3.6 COVID-19 Prevention Procedures For Septic Tank And                                     

Blockage Clearance Work At Customer's Premises Within                                        

The Enforced Movement Control Order (PKPD) Area 

3.7 Procedures For Cleaning And Sanitation Processes For                                            

Vehicles To Prevent The Distribution Of Bacteria Or                                               

Viruses Specifically COVID-19 

3.8 Procedures For Handling Waste Disposal Brought                                                       

By Contractor Appointed By Hospital Or Quarantine                                                        

Centre / Isolation Centre COVID-19 

3.9 Mobile Toilet Removal Procedures at COVID-19 Quarantine &                               

Isolation Center (Including Premises Within PKPD Area) 

3.10 Prevention Guidelines Of COVID-19 For Laboratory Services 

 

4. Guidelines For Capital Work Department (CWD), Project Site 

4.1      Returning to Project site Procedures 

                 4.2       Project Site Visit 

 

5. For External Use 

5.1 Health & Safety Protocols 

5.1.1 Guidelines For Visitors Or Customer Entering the Office Building 

5.1.2 Guidelines Letter For OMD Contractors Working During And                                     

After COVID-19 Situations 

5.1.3 COVID-19 Declaration Form For Foreign Worker of OMD 

5.1.4 External Guidelines For Project Site Contractor 

  

 

20-23 

24-25 

 

 

25-27 

 

28-31 

 

 

32-34 

 

 

35-37 

 

 

38-40 

 

41-46 

 

47 

48-51 

52 

 

53 

 

54-55 

56-57 

 

57-58 

59-60 

 

 

 

  



1 | P a g e  
 

1. Introduction 
 

The movement control order commonly referred to as the MCO. It is implemented as a 

preventive measure by the Federal Government of Malaysia in response to the COVID-19 

pandemic in the country.  

The MCO has started on March 18th 2020. Once the Government decided to discontinue 

the MCO, our lives will not be the same as before the MCO, this includes the way we are 

working, where some changes need to be made, to keep ourselves from being infected by 

the disease. 

Coronavirus Disease 2019 (COVID-19) is an infectious disease that can cause respiratory 

illness (like the flu) with symptoms such as a cough, fever, and in more severe cases, 

difficulty breathing.  

This document developed by Corporate Health & Safety of Indah Water Konsortium Sdn 

Bhd meant for the employee to understand the COVID-19 situation and how it may be 

unfolded by taking a few steps to protect themselves and prevent COVID-19 infection. 

The document also provides visibility on the measures to be taken to ensure protection 

across the workforce journey. 

There are several ways that coronavirus can be spread: 

 

a. Droplet spread: The main method of spread from one person to another is by 

respiratory droplets produced when an infected person coughs or sneezes. 

Shouting, singing or even speaking may also spread the virus. The droplets of 

saliva or nasal secretions in the air contain coronavirus and may land in another 

person's mouth, eyes or be breathed in. The closer the people are to each other, 

the greater the risk of spread. These droplets usually settle to the ground or land 

on surfaces such as tabletops and chairs within seconds or minutes. 

 

b. Contact spread: If a person coughs or sneezes into their hand and then touches a 

surface such as a table, door handle, phone or a tap, the coronavirus may be 

transferred to someone else's hand when they touch the same surface. If the 

second person then touches their face (mouth, nose or eyes) coronavirus on their 

hand may infect their mucous membranes. Coronavirus may survive on a solid 

surface for 24 hours or longer if not being removed by cleaning (sanitizing) or 

disinfection. People may not even see who infects the contaminated surfaces. 
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HOW DOES COVID-19 SPREAD? 
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2. For Internal staff 
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2.1. Returning to Office Guidelines  
 

2.1.1  Commuting to and from office 

 Be prepared for your travel by wearing a face mask and frequent use of sanitizer while 

commuting between home to the office and vice versa. 

 

 

 Use private transportation if possible, to minimize the risk of exposure to infection. 

Maximum of 4 people per car is allowed, and the passenger must come from the same 

house.   

 

 Practice proper social distancing while using public transportation. Minimize transit 

at COVID-19 high-risk areas during inbound and outbound travel to work. 

 

 

2.1.2  Procedures Before Entering 

     The Work Place (Before) 

 Every staff who wants to enter the workplace is encouraged to wear a face mask. 

 Entering the premises will be restricted through the building main entrance only.   

 Observe social distancing, no shaking hands. 
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 For staff at KLHO and all the Unit Offices, the Security Guard will scan their 

temperature, including the motorist before allowing them to drive into the premises 

parking lot at the Upper Level. Staff are required to fill in the temperature reading and 

sign in the Attendance Log Book.  

 

 At the main entrance, the Security Guard will scan staff temperature before they enter 

the building. The staff will be informed of the temperature reading by the Security 

Guard, and they must remember it. 

 After that, staff required to record the temperature reading into the Attendance 

Logbook based on their respective Department or Section for each day that they are 

working in the office. ( The record should be kept minimum for 3- months) 

 Any temperature reading above than normal (above 37.5°) will not be allowed into 

the premise. The worker will be directed to a nearby clinic for further examination. If 

the doctor does not give the worker a sick leave, the worker should go home and work 

from home. The worker should notify their supervisor/ HOS and the Health and Safety 

Officer for further monitoring 

 Hand sanitizer will be available at the building main entrance (lobby). All staff must 

sanitize their hands before entering the premise.   
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2.1.3  General Rules  

 Follow the work schedule provided by your HOD to minimize the number of 

employees present at the workplace. 

 

 Apply 1-meter social distancing, "no handshake" culture, wash hand using soap or 

sanitizer and wearing a mask is encouraged to put in practice. 

 
 

 Common areas such as lobby, elevator, meeting room, resource room, cafeteria, pantry, 

"surau", lounge, toilet etc. should undergo the disinfection process as recommended 

by MOH. 

 

2.1.4. In the Office   

 If you detected with a temperature of above 37.5°, kindly report to your HOO/HOS and 

Safety Rep immediately, thereafter HOO/HOS will inform to HOD and proceed to visit 

any of the nearby company panel clinics and keep HOD and Safety Rep informed of the 

outcome.  

 

 Staff are encouraged to wear a face mask at all time when they are within the Office 

Premise.  
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 Staff need to sanitize their work station before they start work. 

 

 

 Rearrangement of team member seating may be required to comply with the Ministry 

of Health Malaysia's social distancing guideline of 1-meter apart are required. 

 

 

2.1.5 Passing Document  

 Prioritize the use of softcopy documents and minimize passing of hard copy 

documents. 

 

 If there is a necessary to handover documents, it is to be placed in an envelope. 
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2.1.6 Ventilation and Common Items   

 Increase ventilation by opening windows or adjusting air conditioning. However, staff 

must close the windows before they leave the office. 

 

 The use of photocopiers, printers etc. should be minimized to prevent virus infection. 

 

 Office pantry and staff work station are recognized as risk areas and should be 

avoided 

 For now, please avoid the use of office pantry coffee maker, microwave, fridge etc. 

 

2.1.7 Emergency Situation Related COVID-19  

 

 If someone is showing symptoms of COVID-19 at the workplace, the following action 

should be taken: 

 The ERT team need to isolate the symptomatic worker in the area that has been 

identified. Inform the worker's situation by gathering their information and notify the 

HOD. 

 

 The ERT team should prepare themself with PPE such as face mask and gloves before 

handling the symptomatic workers. 

 

 The symptomatic worker needs to be sent to the hospital for further examination. 

 The HOD must ensure that other workers in contact with the symptomatic worker 

identified and monitored as well as awaiting further instruction from the MOH. 

 

2.1.8  Lunch Break 

 Staff are encouraged to bring food packed from home, if possible. 

 

 Staff are encouraged to maintain reasonable distance with others. Dining is NOT 

ALLOWED until further notice. 

 Staff to take a turn to enter the cafeteria and stand or sit 1-meter apart while in the 

cafeteria. Buy and take away is encouraged.  
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2.1.9 Working Hours 

 During the Post MCO, the possibility of the staggered working day recommended. 

 

 HOD will select and decide on the work time of their subordinates. 

 

 

 

2.2 Health & Safety Protocols 
 

2.2.1 General Guidelines 

 If you have fever or flu symptoms, refrain from coming to office/site. Consult a 

doctor and inform your HOD & HCAD 

 

 You are encouraged to wear a face mask at all times while in IWK premises. Refrain 

from touching your eyes, mouth nose without washing your hands with soap or 

disinfecting with sanitizer. 
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 Stay at least 1-meter away from people and two meters from those who are coughing 

or sneezing. 

 

 Do not attend to other staff's desk phone or common office equipment without 

sanitizing. 

 

 

2.2.2 Guidelines on Staff Movement Within Office Premises 

 All staff are advised to maintain a reasonable distance between each other at all times. 

 

 Visiting/hanging out at colleague's workstations are discouraged and only on an 

essential basis. 

 

 All non-essential visits to other Departments or Sections are discouraged. Whenever 

possible, staff should communicate via phone extension or email, to minimize contact. 

 

 

 

2.2.3 Guidelines for Project Meetings or Inter-department and Unit 

Meetings 

 Meetings are allowed with attendance of fewer than ten peoples. If the attendance exceeds 

ten peoples, the meeting should be conducted through teleconferencing. 

 

 When a meeting is required, every staff must apply the 1-meter social distancing (the 

floor and table will be marked) and "no handshake" culture must be practised. 
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 Sanitize your hands before and after handling any non-personnel items in the 

meetings. 

 

 No sharing of pen, pencil or ruler, etc. 

 

 

 

2.2.4. Guidelines For Meetings With External Parties 

 Whenever possible, a meeting held by conference call is encouraged. 

 

 
 

 Meeting host shall provide a list of visitors name, minimum one day earlier for IWK 

security to allow their entry. 

 

 A person whose temperature reading is above normal (above 37.5°) or exhibits flu-

like symptoms will not be allowed into the premise. 

 

 Host (rep) of the meeting shall receive the external parties at IWK lobby & lead them 

to the meeting room. 

 

 Host (rep) to ensure all visitors have handed over the Visitor's Health Declaration 

Form to the Security Guard before the meeting start. 

 

 1-meter social distancing shall apply 

 

2.2.5  Guidelines For Use Of "Surau" 

 After the "Azan", the "Solat berjemaah" is allowed. The maximum limit for the "solat 

Jemaah" is 30 persons at one time (20-males and 10-females) by adhering to a 1-

meter distance between the other "Jemaah" and the "Jemaah should wear the mask, 

and use a hand sanitizer provided at the "surau" entrance. Nevertheless, the staff also 

encouraged to pray alone. 
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 Staff to maintain 1-meter distance when performing ablution, and conduct prayer in the 

marking box provided.  

 The "Jemaah" should disperse after the prayer; this to ensure staff spent minimum 

time in the "surau" to avoid the crowd. 

 Staff is encouraged to use personal prayer equipment, e.g. "Telekung" and prayer mat. 

 

 Upon exiting the "surau", staff must ensure to wash hands with soap and water or use 

sanitizer. 

 

2.2.6 Guidelines For Smokers 
 

 No smoking in all areas within the premises except at the designated smoking areas.  

 

 The smoker has to take turns to smoke to avoid huge groups 

 

 Maintain social distancing between smokers  

 

 Avoid touching food or drinks before washing of hand. 

 

 Wash or sanitize hand before returning to the workstation 
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2.2.7  Guidelines Using Lift (elevator) 
 

 Limit the number of people (less than 4-peoples) that can travel in the lift at any one 

time, with their face masks on and all facing different directions in the lift. 

 

 The use of stairs is encouraged. 

 

 To mark out "standing spots" in all lifts where distance 1-meter apart. 

 

 There will be a need to have 1-metre queue lines outside the lift. 

 

2.2.8 Guidelines For Face Mask & Gloves 

 It is encouraged to have at least two units. Halfway through a workday, at the meal 

break time, remove the used mask correctly and put it into a plastic bag before 

throwing into the dust bin. 

 

 Then clean your hands again and wear the second clean mask. 

 

 The cleaning staff and Security team to have adequate masks provided by the 

management. 

 Disposable gloves should only be worn during cleaning activities and then discarded 

by putting it into a plastic bag before throwing into the dust bin. 

  

2.2.9 Guidelines For Cleaning Routine  

 Clean and disinfect all frequently touched and common user surfaces in the office, i.e. 

doorknobs, elevator buttons and handrails, toilet sink heads, stairs handrails, light 

switches, countertops, etc. Floors should be cleaned daily. 

 

 For routine cleaning and disinfection of surfaces and objects. Use household; for 

example, 10ml bleach to 1-litre water) or alcohol solutions with at least 60-70% 

alcohol. 

 

 

2.2.10 Guidelines For Toilet 

 If you want to use the toilet, please ensure the social distancing can be adhered to, or 

come back when possible. 
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2.2.11 Business / Personal Travel- Local & Overseas 

MOH Website - http://www.moh.gov.my/index.php/pages/view/2019-ncov-wuhan 

WHO Website – https://www.who.int/ith/links/national_links/en/ 

 Check if discussions can be held, via video conference, teleconference and other 

modes. For personal travel, please decide whether travel is needed. 

 

 If travel is imminent, upon HOD approval, please refer to the Ministry of Health (MOH) 

or World Health Organization (WHO) website for necessary precautions, and inform 

HCAD. 

 Choose the means of transport to minimize mass transit (bus, railway, etc.) areas if 

possible. Comply with instructions from local authorities where you are travelling. You 

shall comply with any local restrictions on travel, movement or large gatherings. 

 

 

 

 

 

 

 

 

 

 

 

http://www.moh.gov.my/index.php/pages/view/2019-ncov-wuhan
https://www.who.int/ith/links/national_links/en/
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2.2.12 Guidelines For Exiting Office Premises 

 Wash your hand or use hand sanitizer before exiting office 

 Use face mask whenever being the in public or close contact with people 

 Maintain social distancing between yourself and other people 

 

 
 

 

2.2.13 Vehicle /Transportation 

Company Vehicle 

 The number of passengers in the company vehicles must adhere to the approved 

passenger limit, e.g. 3 to 4-peoples  according to the permit or JPJ 

 

Private Vehicle 

 Any private vehicle used for daily tasks, the employee must ensure that the level of 

personal health and co-worker is in good condition (limit to 2 workers per vehicle). 
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3.1 Procedure At Customer Service Counter During The 
Movement Control Order (MCO) 
 

Objective  

Not all IWK customers have internet access, and they are also not familiar in using the 

online services to pay for their sewerage bills. Due to the reason, Customer Service 

counter at the Operations Unit Offices which were closed during the MCO Phase 1, 2 and 

3 will be reopened for the walk-in customers starting on Monday, May 4th, 2020 to enable 

the customers to pay their bills. However, the Customer Service Counter at UTC will 

remain closed during the MCO until further notice. 

Customers who wish to make inquiries or complaints regarding IWK operational matters 

should use the online service or call the customer service line number as published in 

IWK website. 

This procedure meant to guide staff at the Operations Unit Offices who are involved with 

customer services regarding the health, safety and precautionary aspects that need to be 

taken when attending the customers on billing matters. Description of the procedure 

should be provided to all customer service personnel, security guards and housekeeping 

staff (if any) before the implementation of the process. 

Procedure 

A process on Providing Customer Services during MCO. 

 

a. The customer service counter will be opened only to receive and attend customers 

for payment of their sewerage bills. 

 
b. The customer service counter operating hours at Operations Unit Offices will be 

from 7.30 am to 4.00 pm. 

 

c. Each Operations Unit Office is required to set a proper work schedule for their 

Customer Service staff (CSE / CSR) on days they are required to come to work 

based on the needs and number of customers to be served. 

 

d. The seats provided to the customer must be within 1- meter distance from each 

other. 

 

e. The seat will be marked with "X" where the social distance of 1-meter is to be 

followed. (The seat marked with "X" is not allowed to be sat by the customer). 

 

f. The area for the customer to queue/standing should be marked at a distance of 1-

meter apart. 
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g. The notice should be posted at the main entrance or in front of the office entrance 

regarding: 

 
i. Services that are being provided during the MCO and business hours. 

ii. Steps need to be followed by the customers when dealing with the staff. 

iii. Further information on other matters such as inquiries and complaints. 

 

h. Disinfectant/hand sanitizer and face mask should be provided for the use of all 

customer service staff and also customers who come to the office/counter. 

 

i. Log Book to be provided at the counter/main entrance to obtain details of the 

customer or customer representative. 

 

Precautions, Safety And Health When dealing with Customers 

 

a. Based on social distancing requirements, not more than five customers or any 

reasonable number based on appropriate service counter areas in the Unit Office 

shall be allowed at any one time. 

 

b. Customers need to queue outside the office following the marking line/box by 

ensuring that social distancing implemented. 

 

c. The distance between the customer and the customer service staff (CSE / CSR) 

must be within one (1) meter while the customer is being attended at the counter. 

 

d. The thermometer is to be provided by Unit Offices to take customer's body 

temperature. The customer will be allowed to enter the customer service 

area/office if their body temperature is not above 37.5ᵒC. 

 

e. CSE/CSR must wear a face mask when they are dealing with the customers. 

 
f. CSE/CSR who is on duty should prudently ask the customers to wear the face 

masks and use hand sanitizer 

 
g. If the customer does not have a face mask, the CSR staff or security guard should 

provide the face mask for free to the customer to use before they can deal with the 

CSE/CSR. 

 

h. CSR or security guard should inform the customers and customer representatives 

to fill up the details required in the Log Book before they can be attended. 
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i.    Customers must provide their name and contact number.  The daily records 

from the Log Book must be kept securely at the IWK Office for reference or 

"contact tracing" purposes whenever it is needed. 

 

ii.   Housekeeping workers should carry out disinfection routine at the counters, 

i.e. wiping the counter tabletop, doorknobs and other places where customer 

normally touch, or contact may occur. 

 

iii.   The security guard who is on duty at the counter service area must control 

customer access and make sure that the customer complies with the 

procedure. 

 

 
 

3.2 Reporting Of COVID-19 Cases Among OMD Staff To 
HCAD 

 

Objective 
This procedure is to provide guidance on reporting cases of suspected COVID-19 

involving Operations Unit Office staff to HCAD. 

Procedure 

The following information/details are required when reporting a suspected case of 

COVID-19. 

1. Name of the suspected employee.  

2. Position.  

3. Staff ID.  

4. Operations Unit Office Location.  

5. The quarantine period for the alleged staff (including start & end  date of the 

quarantine) 

6. A brief description of the case 
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If there is more than one suspected case of COVID-19, only one email is to be used for 

reporting.  All suspected COVID-19 cases which involve OMD staff must also be 

reported using the same email to the Occupational Safety & Health (H&S) Manager 

and Executive. 

 

 

3.3 Guide on Using Face Mask and Hand Sanitizer for 
OMD Staff 

 

Objective 

This procedure is to guide Operations Unit Office staff on the health, safety and 

precautions that need to be taken while using and removing the face mask and also 

proper guidance when using the hand sanitizer. 

All staff including customer service, security guards and housekeeping staff (if any) must 

be informed on the procedure as a precaution to avoid COVID-19 infection. 

Procedure 

1. Do you need to wear face masks and masks? 

 Yes. If you are a field staff dealing with clients. 

 

 Yes. If you are dealing with a client who has respiratory symptoms (cough, cold). 

 
 Yes. If you have respiratory symptoms (cough, cold). 

 

 No need. If you are not of the above group 

 

2. How to use hand sanitizer:  

 Place hand sanitizer on top (middle) of the palms adequately. 

 

 Rub hand sanitizer on the surface of both hands. This step is done quickly so that 

the hand sanitizer does not dry. 
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 Rub the back of the left-hand surface and the left finger slit using the right hand 

(repeat this step for the back of the right hand).  

 
 Apply on both palms, each finger and fingerprint.  

 

 Rub both ends of the finger with the forearm (crossed) while clenching your 

fingers. 

 

 Right-hand grasps left thumb & rub rotates (repeat this step for right thumb).  

 

 Rotate the rotation around the middle of the left palm and the back of the left hand 

using the right fingers (repeat this step for the right hand).  

 

 Your hands are clean. 

 

3. How to apply face and nose cover 

 Cover the entire mouth, nose and chin. Avoid touching the inside surface of the 

face cover and make sure the colour portion is facing outwards. 

 For face cover has strap; Tie the strap around the head above the ear level, then 

tie the second strap below the ear level 

 For rubber type face cover (has ear hooks); fasten the strap in your 

ear neatly. 

 Using both clean hands, shape the metal pieces according to the nose shape. 
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4. The Right Way To Remove Face And Nose Cover: 

 Be sure only to touch the rubber or face strap & loosen it. Avoid touching the 

surface of the lid. 

 

 Put in a plastic bag or zip lock (if any). Tie neatly before removing to trash. 

 

 To be more effective, change the cover frequently or if it is dirty or damp. The face 

cover can only be used for up to 8-hours. 

 

 Wash your hands thoroughly with soap and water after removing the lid in the 

bin, especially if you are going to wear a new face mask. 
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24 | P a g e  
 

3.4 PERSONAL PROTECTIVE EQUIPMENT (PPE) 
STANDARDS AND ADDITIONAL SAFETY MEASURES USE 
BY FIELD STAFF AND CONTRACTORS WHO HANDLE 
SEWAGE REMOVAL 

 

Objective 

This procedure provides guidance on Personal Protective Equipment (PPE) to field staff 

and Operations Unit Office contractors who handle sewage. 

Procedure 

The following is the PPE standard to be used by all field staff and contractors who handle 

sewage. 

1.  Personal Protective Equipment (PPE):  

a. Gloves (type: nitrile) 

  

b. Safety helmet  

 

c. Safety shoes 

 

d. Safety glasses (supplement for COVID-19 period)  

 

e. Face masks & face masks (supplement for COVID-19 period) 
 

2. Some safety measures additions are as follows: 

a. PPE and reused work equipment should disinfect daily using clean water and 

appropriate anti-septic soap or disinfectant such as Clorox (dissolved in clean 

water). For safety, glasses should be rinsed with clean water after disinfection. 

 

b. If there is a wound on the body, make sure it is wrapped/protected with a proper 

bandage (waterproof material) and not exposed to sewage. 

 
c. Parts of the vehicle that have human contact should be disinfected daily such as 

car steering wheel, seat, door handle, etc. using clean water and appropriate anti-

septic or disinfectant soap like Clorox (dissolved in clean water). 

 

d. Any sewage spill during work must be cleaned and washed using an appropriate 

disinfectant such as Clorox (dissolved in clean water) 

 

The above PPE is in accordance with the World Health Organization (WHO) 

recommendations for workers working in a wastewater environment. 
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Operations Unit Office needs to obtain additional PPE and ensure full compliance with 

the implementation. 

 

 

3.5 COVID-19 PREVENTION MEASURES FOR OMD IWK 
FIELD STAFF WHO DEALS WITH CUSTOMERS. 

Objective 

This procedure serves as guidance of COVID-19 preventive measures to the field staff of 

the Operations Unit Office when dealing with the customer. 

Procedure 

The following are precautions for IWK field staff who are dealing with the customers. 

They are advised to follow these precautions to ensure that their health is secure while 

doing their work. 

 

1. Regularly wash their hands and utensils with soap and water or use a sanitizer 

before and after:  

 

 dealing with customers  

 Complete their task 

 

2. Distance themselves at least 1-meter away from the customers and other family 

members. 

 

3. Place right hand on the left chest as a gesture of respect in exchange for a handshake 

and a touch. Avoid shaking hands with customers. 

 

4. Use the face mask. 

 

5. Cover your nose and mouth with tissue or handkerchief when coughing or sneezing 
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6. Avoid eating, drinking, touching the phone, touching the face or rubbing the eyes 

before washing their hands with soap and water. 

 

7. Make sure they wash their uniform after work. 

 

8. If they have symptoms such as fever, cough and difficulty breathing, get their 

doctor's attention right away. 

 

9. Practice handwashing with water and soap (at least 20 seconds) to prevent infection 

including, COVID-19: 

 

i. Wash hands with water and soap thoroughly  

ii. Rub both sides of the palm 

iii. Scrape each finger of the fingerprint  

iv. Rub the nails in the palm  

v. Scrub the back of your hands and fingers  

vi. Wash hands thoroughly with clean water  

vii. Dry your hands with a clean towel or tissue. 
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Sumber info dan gambar: Kementerian Kesihatan Malaysia (KKM) 
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3.6 COVID-19 PREVENTION PROCEDURES FOR SEPTIC 
TANK AND BLOCKAGE CLEARANCE WORK AT 
CUSTOMERS' PREMISES WITHIN THE ENFORCED 
MOVEMENT CONTROL ORDER (PKPD) AREA. 

 

Objective 

This procedure provides guidance on preventive measures against COVID-19 to field staff 

(Operations Unit) for septic tank emptying and blockage clearance at customer premises 

within the enforced movement control order (PKPD) area. 

Procedure 

Employees to follow these precautions to ensure their health is secure while working. 

1. How to handle desludging works for septic tanks, blockage clearance and waste 

disposal? 

 

a. To carry out the septic tank and blockage clearance work, SOP Demand Desludging 

IWK/OMD/DBU/SOP/VER-00 dated December 31st 2019, is applicable. 

b. All employees involved in such work should also take additional precautionary 

measures as directed by the hospital. 

c. In item 1 (b), the DBU Unit Head and Team Supervisor must provide information 

and training to the involved employees. 

d. Subsequently, desludging work starts from the tank/sewage chamber; complete 

PPE should be applied and used (refer to Section 2). 

 

e. Make sure the PPE that has been opened and used removed before boarding the 
tanker truck after work completed. 
 

f. Upon arrival at the sewage plant, discharge/dispose of sewage from the tank truck 

into the inlet works of the plant. Be careful not to splash and spill. Complete PPE 

should be used (refer to Section 2). Drying beds, geobags, MDUs or mechanized 

sludge dewatering at sewage plants are not allowed to be used directly. 

 

2. Preventive Measures While Performing Desludging and Waste Disposal Work 

a. Before starting work, a briefing toolbox should be given to all employees involved. 

 

b. Additional precautions:  
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i. Ensure that there is a clean water source in case of an accidental splash; 

 
ii. The following PPEs must be used during desludging and sewage disposal:  

 

 Gloves 

 Aprons with head covering  

 Face shield  

 Mask  

 Shoe wrapping 

 

c. DBU staff should always be vigilant and take precautionary measures throughout 

the day. 

 
d. Wash the host with water mixed with Clorox after finishing the evaporation work. 

 
e. After desludging, the Personal Protective Equipment (PPE) used must be removed 

(refer to step 3 (a)) and must be disposed of. Do not store used PPE in tank trucks. 

 

f. Wash hands with water and soap for at least 20 seconds before and after the 

'desludging' work. If source and soap, use hand sanitizer provided. Also make sure 

there is no splash on the face, body surface or wounds on the body. 

 

g.  Wash the host with Clorox mixed water after disposal of sewage at the plant. 

 

h. Make sure the uniform washed with a disinfectant such as soap and Dettol after 

work. Employees are not allowed to bring home uniforms. 

 

i. The staff must wash clean before returning home. 
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3. Steps to Wear and Remove PPE 

Application of PPE - The employee concerned must apply the PPE in the following 

order: 

i. Apron with head covering 

ii. Mask 

iii. Face shield 

iv. Shoe wrapping 

v. Gloves 

 

4. The following are the practices that need to be done by staff when dealing with 

customers: 

5. Practice washing their hands and utensils with soap and water regularly or using a 

sanitizer before and after:  

 

a. deal with customers  

b. done the job 

6. Use a face mask. 

7. Distance themselves at least 1-meter away from customers and other family 

members. 

 

8. Place their right hand on the left chest as a gesture of greeting to replace the 

handshake and touch. Avoid shaking hands with customers 
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9. Avoid touching the equipment outside and inside the customer's home. If you have to 

move the equipment, ask the customer to move it himself/herself. 

 

10. Avoid eating, drinking, touching the phone, touching the face or rubbing the eyes 

before washing their hands with soap and water 

 

11. Make sure they wash their uniform after work. 

 

 
12. If they have symptoms such as fever, cough and difficulty breathing, get their doctor's 

attention right away 
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3.7 PROCEDURES FOR CLEANING AND SANITATION 
PROCESSES FOR VEHICLES TO PREVENT THE 
DISTRIBUTION OF BACTERIA OR VIRUSES 
SPECIFICALLY COVID-19 

Objective 

According to recent studies, bacteria and viruses, including COVID-19, can be detected on 

the surface within 72 hours. Bacteria and viruses that are present on the surface can 

potentially harm the driver or worker in the vehicle. 

Hard surfaces such as skin, iron, plastic and glass can be the source of this bacterium or 

virus. By touching this surface, the worker or driver could potentially transmit the 

pathogen to the mouth and eyes or spread germs to the surface outside the vehicle that 

could cause the driver or worker to become infected. 

This procedure provides guidance for performing surface and exterior cleaning and 

sanitation work by using disinfectant fluids to kill bacteria and viruses, as well as to 

prevent germs from spreading to other surfaces. 

By practising this cleansing process on all IWK vehicles, we will effectively prevent the 

spread of bacterial or virus-related diseases, especially COVID-19 while using the vehicle. 
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Procedure 

1. Make sure the following tools are available before the cleaning and sanitation process: 

• Chemical resistant gloves 

• Soap and water 

2. All drivers or employees need to do the following before and after completing a trip 

or assignment: 

a. Clean surfaces that usually touched in case of dirt or oil by using gloves 
before the sanitation process. 

 
b. Process sanitation using soap and water. 

 

c. Make sure all familiar surfaces including knobs, control/switch buttons and 
others are cleaned and sanitized by wiping the soap solution to the surface.  

 
d. Here is an example of a common touch surface. 

 

   
Vehicle door handle Steering dashboard  

and surrounding 
Inner door  
and surrounding 

   

  

 

Upper areas in the vehicle Middle area in the vehicle, 
driver and passenger seat.  
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e. Other commonly used surfaces such as switch buttons to control vehicle 

equipment also need to be cleaned and sanitized.  

 

f. Wash your hands with soap for 20 seconds using water and soap after cleaning 

the vehicle parts. 
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3.8 PROCEDURE FOR HANDLING WASTE DISPOSAL 
BROUGHT BY CONTRACTOR APPOINTED BY HOSPITAL 
OR QUARANTINE CENTER / ISOLATION CENTER COVID-
19 

 

Objective 

Sewage received from a contractor appointed by the hospital, or Quarantine / COVID 

Isolation Center must be disposed of with precautionary measures so that it does not 

contaminate the staff. According to an official letter from the Sungai Buloh Hospital 

Infection Control Unit as attached, the COVID-19 virus not spread through sewage. It can 

be managed in accordance with the normal procedure of sewage management. However, 

the waste must be received and disposed of safely. 

This procedure provides guidance for receiving sewage from desludging work from a 

moving toilet tank in the COVID-19 Quarantine / Isolation Center brought into the sewage 

plant by the Hospital or Quarantine / COVID-19 isolation centre. Details of this procedure 

should be made available to the personnel involved before the waste accepted for 

disposal. 

Procedure 

Allowed Sewage System For Disposal of Waste from Hospital or Quarantine / Isolation 

Center COVID-19 
Only Oxidation Ponds or Aerated Lagoons are allowed to receive sewage from COVID-19 

Hospital or Quarantine / Isolation Center. 

 
A sewage plant near the location of the Hospital or Quarantine / Isolation Center 

recommended for disposal of such sewage. 

 
In addition, the suitability of the sewage plant to receive sewage must be determined by 

the Operating Unit according to the following considerations: 

 

i. Sewage plant environment - in terms of the proximity of the plant to the sensitive 

home or premises. 

 

ii. Avoid sensitive plant areas such as receiving large or frequent complaints 

 
iii. Access to and from the sewage plant - avoid residential and sensitive areas 

 

iv. Only plants not exceeding design capacity used 

 

10. Acceptance of Sewage Waste For Disposal 
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a. The contractor has to declare the source of the waste that is being brought into 

the plant. 

 

b. The sewage discharged into a sedimentation cell located in an oxidation pond or 

ventilation lagoon; this is to reduce the risk of spilt water to workers during the 

disposal of the tanker. 

 

c. For oxidation ponds that do not have a sedimentation cell, sewage is released 

directly into the primary pond. The desludging hose is put into the pool before the 

waste is released; this is to avoid any spikes in the workforce.  

Direct release into the ventilation lagoon is not allowed to avoid the 

possibility/risk of pathogens in the (raw) sewage being carried inside the aerosol. 

 

d. Precautions and safety measures must comply when working near water areas as 

described in the SOP OMD H&S Safe Working Instruction, Appendix 18: APDs for 

General Tasks in Water Areas. 

 

e. Contractor workers must also follow the necessary safety procedures during and 

after handling the waste disposal process. 

 

f. IWK workers should monitor the process of disposal of such sewage (a minimum 

social distance of 1-meter or more should be prioritized). 

 

g. In the event of any waste from floating sewage in a pool or lagoon, it must be 

removed from the pond/lagoon after one day and disposed of as usual. Workers 

need to use appropriate PPE and prioritize personal hygiene. 
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3.9 Mobile Toilet Removal Procedures at COVID-19 
Quarantine & Isolation Center (Including Premises 
Within PKPD Area)  
 

Objective 

The work of clearing sewage from mobile toilets in the quarantine/isolation centre of 

COVIS-19 should be carried out with precautionary measures so that it does not 

contaminate the workers/staff. According to an official letter from the Sungai Buloh 

Hospital Infection Control Unit as attached, the COVID-19 virus not spread through 

sewage. It can be managed in accordance with the normal procedure of sewage 

management. However, the workers involved in carrying out such desiring work must 

use the PPE provided by the hospital. 

This procedure provides detailed guidance for performing desludging work from a 

moving toilet tank in the quarantine/isolation centre of COVID-19. Toolbox description 

of this procedure should be made available to the personnel involved before commencing 

desludging work. 

 

1. Method to Control Desludging Works for Mobile Toilet and Waste Disposal 

 

a. To carry out sewage disposal work from moving toilets, SOP Demand Desludging 

IWK / OMD / DBU / SOP / VER-00 dated December 31st, 2019 is applicable. 

 

b. All workers involved in such work should also take additional precautionary 

measures as directed by the hospital. 
 

c. Also, all workers involved should refer to and understand the procedure of 

cleaning the toilet discharged by the hospital. 
 

d. For matters 1 (b) and 1 (c), the DBU Unit Head and Team Supervisor must provide 

information and training to the affected employees. 

 

e. Subsequently, desludging work can be started from the tank/sewage chamber; 

complete PPE should be applied and used (refer to Section 2). 
 

f. Ensure PPEs have been opened and disposed of before boarding the tanker truck 

after completion of the hospital work. 

 

g. Upon arrival at the sewage plant, discharge / remove sewage from the tank truck 

into the inlet works of the plant. Be careful not to splash and spill. Complete PPE 

should be used and used (refer to Section 2). Drying beds, geobags, MDUs or 

mechanized sludge dewatering at sewage plants are not allowed to be used 

directly. 
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2. Preventive Measures While Performing Desludging and Sewage Disposal Work 

 

a. Before starting work, a toolbox briefing should be given to all employees involved. 

 

b. Additional precautions: 

 

i. Ensure that there is a clean water source in case of an accidental splash; 

 

ii. In addition to the regular PPE used for desludging work, the PPE provided by 

the hospital must also be used during desludging and sewage disposal 

 

 Gloves 

 Aprons with head covering 

 Face shield 

 Nose cover 

 Shoe wrapping 

c. DBU staff should use the Personal Protective Equipment (PPE) provided by the 

hospital while carrying out des toilet work (mobile toilet) 

d. DBU staff should always be vigilant and take precautionary measures throughout 

the day. 

 

e. Wash the hose with water mixed with Clorox after the desludging work.  

 
f. After desludging, the Personal Protective Equipment (PPE) used must be removed 

(refer to step 3 (a)) and must be disposed of at the hospital discharge. Do not store 

used PPE in tank trucks 

 
g. Wash hands with water and soap for at least 20 seconds before and after the 

'desludging' work. If there is no water and soap, use hand sanitizer provided. Also 

make sure there is no splash on the face, body surface or wounds on the body. 

 
h. Wash the hose with Clorox mixed water after disposal of sewage at the plant. 

 

i. Make sure that the uniform washed with a disinfectant such as soap and Dettol 

after work. Employees are not allowed to bring home uniforms. 

 

j. The staff must bathe cleanly before returning home. 
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3. Steps to Use and Take away PPE Provided by the Hospital  
 

a. Application of PPE - The employee concerned must apply the PPE in the 

following order:  

 

i. Apron with head covering  

ii. Nose Cover 

iii. Face shield  

iv. Shoe wrapping  

v. Gloves 

b. PPE Withdrawal - The affected employees must have the PPE removed in the 

following order: 

 

i. Gloves 

ii. Shoe wrapping 

iii. Face shield 

iv. Nose Cover 

v. Apron with head covering 
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3.10 PREVENTION GUIDELINES OF COVID-19 FOR 
LABORATORY SERVICES 

 

Purpose 

To prevent the spread of COVID-19 infection at the workplace.  

 

Responsibility  

Laboratory Management, Health and Safety Committee and laboratory staff. 

 

Good Personal Hygiene 

1. Always maintain good personal hygiene as follows: 

 

a. Frequent handwashing with soap and water or hand sanitizer. 

 
b. Maintain at least 2-meter (6 feet) distance between yourself and anyone who is 

coughing or sneezing. 

 

c. Avoid touching eyes, nose and mouth. 

 

d. Cover nose and mouth with a tissue when sneezing or coughing. If no tissue 

available, use upper sleeve or elbow instead of hands. 

 

e. Put used tissue in a wastebasket. 

 

2. Avoid sharing of food and eating utensils in the workplace. 

 

3. Anyone with a mild cough or temperature 37.5 °C or more advised to seek the 

consultation of a doctor. 

 

4. If the staff develop symptoms at the workplace; 

 
i. Need to alert supervisor immediately. 

 

ii. Wear a surgical mask. 

 

iii. Seek medical treatment immediately. 

 

iv. Avoid contact with fellow employees. 
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5. Employees are encouraged to bring their prayer items (e.g. prayer mat & 

"telekung") when they are performing religious obligations at the praying room. 

 

Action at the Workplace 

1. The employee is required to put on a face mask (surgical mask) at the workplace 

during the COVID-19 pandemic until further instruction from Laboratory 

Management, except for the following situations: 

a. The employee is wearing other respiratory protection (e.g. N, R and P 

Particulate respirators) during carried out specific job task that may pose 

chemical health hazards.  

 

b. Eating and drinking in the pantry 

 
 

2. Ensure a clean and hygienic work environment through regular disinfection of the 

office and its equipment. Surfaces (e.g. desks, tables, doorknobs) and objects (e.g. 

telephones, keyboards) need to be wiped with disinfectant regularly. 

 

3. Ensure that every working station/bench/workplace has undergone a 

disinfection and sanitization process before and after daily activity. 

 

4. Health and Safety Committees have to make sure the trained members perform 

the temperature measuring and workers screening every day at the entrance of 

the premise. (Refer to Procedures of Body Temperature Measure and Symptom 

Screening) 

 

1. Consider a no handshaking policy. 
 

2. Allocate hand sanitizer at the entrance for visitors. 

 
3. Provision of an adequate supply of hand soap and disposable towels/tissues. 
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4. Dropped the used facemask and hand gloves in the waste bin (Refer to Procedures 

to Put On, Take Off and Dispose of Facemask and Procedures to Take Off and  

Dispose of Hand Gloves) 

 

5. Disinfect the lab coat at the end of the day with disinfectant and hang it at a well- 

ventilated location.  

 
6. Documents and parcels (not include coolbox of wastewater samples) from courier 

are required to disinfect by the receiver. 

 
7. Disinfect praying room and pantry at least once a day. 

 

8. Any employee who has been in close contact with a person confirmed or suspected 

to have COVID-19 shall report to the Lab Manager. 

 

Social Distancing for Workplace 

1. Encourage employees to apply for sick leave and notify the supervisor when sick. 

 

2. Physical space between workers at the worksite is 1-metres apart. 

 

3. Avoid congregating in work, photocopier room and pantry. 

 

4. Maximum 3 persons are allowed at the pantry at any one time to ensure social 

distancing. Diners are not allowed to sit face to face. 

 
5. Only 1-person is allowed in the praying room at any one time. Leave the door of the 

praying room open during praying to ensure the room is well-ventilated.  
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Meeting/Event Considerations at the Workplace 

1. Consider deferring large meetings or events. 

 

2. In case of indoor meetings or events, ensure all precautions taken: 

 

i. Informing participants not to attend if they are unwell. 

 

ii. Providing hand sanitizer where necessary or ensuring the availability of soap 

and water. 

 

iii. Providing surgical masks and tissues for those who develop respiratory 

symptoms. 

 

iv. If there is space, arrange seats so that participants are at least 1-meter apart. 

 

v. Keep contact details of all participants and organizers in case there is a need 

to contact them. Records should be kept for at least one month for the date of 

completion of the event. 

 

Procedures of Body Temperature Measure and Symptoms Screening 

1. Body temperature measuring and symptoms screening of workers/visitors have to 

be carried out by a trained person every day at the entrance of the premise. 

 

2. The body temperature reading of each worker/visitor has to be recorded in Borang  

Saringan Kesihatan and keep for at least 3-months for reference. 

 

3. If the body temperature reading is 37.5°C or more, or if there is any symptom, the 

worker/visitor is not allowed to enter the premise, and the worker shall be referred 

to Company Panel Clinic or Health Centre nearby 
 

 

Procedures to Put On, Take Off and Dispose of Facemask  

Face mask 

Procedure to Put On  

A.  Face mask with Ear Loops 

1. Hold the mask by the ear loops. Place a loop around each ear. 

2. Fit flexible band to the nose bridge. 

 

3. Fit snug to face and below the chin. 
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B.  Face mask with Ties/Bands 

1. Secure elastic bands at the middle of head and neck. 

 

2. Fit flexible band to the nose bridge. 

 

3. Fit snug to face and below the chin. 

 

Procedure to Take Off and Dispose 

1. Clean hands with soap and water or hand sanitizer before touching the mask. 

 

2. For facemask with ear loops, hold both of the ear loops and gently lift and remove the 

mask. For facemask with ties/bands, grasp bottom elastic band of the facemask, then 

the one at the top, and remove without touching the front of the facemask.  

3. Discard contaminated facemask in a closed waste container. 

 

4. Clean hands with soap and water or hand sanitizer. 
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Procedures to Take Off and Dispose of Hand Gloves 

Hand Gloves 

Procedure to Take Off and Dispose 

1. Using a gloved hand, grasp the palm area of the other gloved hand and peel off the 

first glove. 

 

2. Hold removed glove in a gloved hand. 
 

3. Slide fingers of ungloved hand under remaining glove at the wrist and peel off the 

second glove under the first glove. 

 

4. Discard glove in a waste container. 

 

5. Clean hands with soap and water or hand sanitizer. 
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4. GUIDELINES  

FOR  

RETURNING TO  

PROJECT SITE 
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4.1. Returning to Project site Procedures 
 

 All workers, either being at the project site or site office, must always adhere to 

site procedures and, safety measures set by IWK and the contractor. 

 

 Allowed site working hours are from 8.00 am to 5.30 pm and five days a week 

only. The superior or the HOD will arrange the work staff rotation schedule. 

 

 
 

 IWK staff at site office should maintain daily attendance record together with body 

temperature reading if they have their own equipment. Share the information 

with the contractor's OSH personnel for them to keep the record for at least 3-

months. 

 

 

 

 Facemask, disposable gloves and sanitizer will be provided by CWD to site staff. 
Before entering the office or project site, body temperature reading must be 
taken.  
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 Any worker with a body temperature reading of above normal (above 37.5°) will 
not be allowed to enter the site office or project site. 

  
 If any staff is detected to be having a temperature above-normal or feeling unwell, 

please do not come to work or enter the site. Kindly report to the superior and 
project health & safety personnel immediately. Please proceed to visit any of the 
company panel clinics or nearest hospital and ensure the superior and project 
health & safety personnel informed of the outcome. 
 

 
 

 Staff must continue to apply 1–meter social distancing at all times. No handshake 
for greeting. Wash hand often and wear a mask when meeting with people. 
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 When travelling using car or pick-up vehicle to or from the project site or office, it 
is not recommended to share with more than two people in one vehicle. Any 
passenger must occupy the backseat. 
 

 
 

 Staff must bring employee ID tag and employer authorized letter if necessary at 
all times when travelling and is able to produce them when stopped by the 
authorities. Practise social distancing and wear mask when using public 
transportation. 

  
 Approval from HOD is necessary before having a meeting with any external party. 

For the approved meeting to be carried out, the organizer should take each 
participant's body temperature before entering the meeting room. Social 
distancing must always be applied. Whenever possible, a meeting held by 
conference call is encouraged. 

  
 When handing over documents, prioritize the use of the softcopy and minimize 

the passing of hard copy documents. If there is a necessity, place hardcopy 
documents into an envelope before handover. Sender and recipient must get their 
hands sanitized.  
 

 



51 | P a g e  
 

 

 Staff sitting in the site office must be arranged in such a way with a minimum of 1-
meter social distancing between each other. Staff is advised to keep wearing their 
mask in the office if they feel unsafe and when necessary. 
 

 
 

 Visiting/hanging out at colleague's workstations are discouraged, only on an 

essential basis. All non-essential visits to Head Office are discouraged, vice versa 

from Head Office to project site. Whenever possible, all staff should communicate 

via phone extension, or email, to minimize contact. 

 

 
 

 Staff to ensure that minimum time is spent in the prayer room and prayer break 
should be staggered. Ladies are encouraged to use personal prayer equipment, e.g. 
"Telekung" and all Muslim staff are encouraged to use personal prayer mat. 
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4.2. Project Site Visit 

 At the entrance of the project site, record your name in site logbook, date and time 
you enter. The contractor should provide sanitizer for you and workers to use. 
They should check your body temperature before you enter the site. Kindly adhere 
to any other safety procedures and practices set by the contractor. 

  
 Sanitize your hands before and after handling not only document but also any non-

personnel items, parcels or holding any equipment at site or site office. Minimize 
touching any equipment or structure, i.e. railing unless necessary and consider 
wearing the disposable gloves and then discarded them. 
 

 
 

 Always apply social distancing when at the site and wear face mask besides the 

other PPE required for the construction site. Sanitize your hands again after the 

site visit. 
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5. For External Use 
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5.1 Health & Safety Protocols 
 

5.1.1 Guidelines For Visitors Or Customer Entering the Office 

Building 

 A person whose temperature reading is above normal (above 37.5°) or exhibits flu 

symptoms will not be allowed into the premise. 

 

 
 

 Hand Sanitizing and wearing a face mask should be practised at all time before and 

after all businesses. Host (rep) shall receive visitors at IWK lobby & lead them to the 

discussion room. 

 

 
 

 Maintain social distancing between yourself and other people 

 

 



55 | P a g e  
 

 All visitors and customer have to hand over the Health Declaration Form to the 

Security Guard before they start the discussion or business. Visitor and customer to 

apply 1-meter social distancing and "no handshake" culture practice. 
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5.1.2 Guidelines Letter For OMD Contractors Working 
During And After COVID-19 Situations 
 

No Rujukan: (diisi oleh Unit Operasi) 

Tarikh: (diisi oleh Unit Operasi) 

Kepada: 

(diisi oleh Unit Operasi) 

Tuan, 
GARIS PANDUAN UNTUK KONTRAKTOR YANG terlibat dalam kerja-kerja 
penyelenggaraan aset dan sistem pembetungan SEMASA SITUASI PENULARAN WABAK 
COVID-19 DAN KETIKA PERINTAH KAWALAN PERGERAKKAN 
 
Adalah dimaklumkan bahawa semua kontraktor yang terlibat dalam kerja-kerja 
penyelenggaraan aset dan sistem pembetungan semasa situasi penularan wabak COVID-
19 dan ketika Perintah Kawalan Pergerakkan (PKP) perlulah memenuhi Garis Panduan 
seperti berikut: 
 

1. Memastikan syarikat dan pekerja di bawah kontraktor mempunyai lesen 
atau/dan permit yang sah di bawah perundangan yang berkaitan untuk 
menjalankan perkhidmatan masing-masing. 
 

2. Mematuhi semua syarat dan keperluan yang dinyatakan dalam Akta 342 (Akta 
Pencegahan dan Pengawalan, Penyakit Berjangkit 1988). 

 
3. Mematuhi prosedur yang telah ditetapkan oleh Majlis Keselamatan Negara (MKN) 

bagi kontraktor dalam sektor pembetungan yang merangkumi seperti 
penjarakkan sosial, penggunaan pembersih tangan (hand sanitizer), alat 
perlindungan diri (PPE) dan pemeriksaan suhu badan harian untuk semua 
kakitangan kontraktor. Rujuk Lampiran 1 bagi SOP bagi sektor perkhidmatan 
pembentungan (kontraktor IWK). 

 
4. Memastikan kakitangan kontraktor dalam keadaan sihat dan boleh bekerja (fit to 

work). 
 

5. Memastikan kakitangan kontraktor menjalani kuarantin jika disahkan positif 
COVID-19 atau terdedah atau mempunyai kontak rapat dengan pesakit COVID-19 
mengikut arahan yang telah ditetapkan oleh Kementerian Kesihatan Malaysia 
(KKM). 

 
6. Pihak kontraktor perlu mematuhi semua prosedur yang telah ditetapkan oleh 

Indah Water Konsortium (IWK) bagi mencegah penularan COVID-19 di tempat 
kerja. 
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7. Pihak kontraktor juga perlu mematuhi arahan-arahan lain yang dikeluarkan dari 

masa ke semasa oleh Majlis Keselamatan Negara dan/atau Kementerian Kesihatan 
Malaysia (KKM) ketika PKP dan yang berkaitan dengan pencegahan penularan 
wabak COVID-19.  

   
Pematuhan kepada Garis Panduan ini juga melibatkan pekerja asing yang berkhidmat di 
bawah kontraktor. 

Sekian, terima kasih. 

Yang benar, 

 

5.1.3 COVID-19 DECLARATION FORM FOR FOREIGN 

WORKER OF OMD. 

To ensure the workforce supplied (including Security Staff & Office Cleaners) by OMD 

contractors, especially foreign workers, are not at risk to COVID-19. As such a health 

declaration form in BM format (as per attachment) that must be fill-up by the respective 

foreign workers working at OMD. The following guidelines shall apply at UO: 

 
1. This form shall be fill-up daily by foreign workers who work together with IWK 

staff. 

 

2. The UO must keep the completed declaration form throughout the COVID-19 
situation. 

 
3. If the foreign worker found to have COVID-19 symptoms as in the form, the foreign 

worker shall seek further treatment with the Ministry of Health Malaysia (MOH) 

and self-quarantine in their respective home. 
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5.1.4 EXTERNAL GUIDELINES FOR PROJECT SITE 
CONTRACTOR  

 The contractor who intends to resume operation during MCO must submit 

information to MITI via www.miti.gov.my and strictly to adhere to the movement 

control and health care guidelines and SOP's issued by related authorities, i.e. 

MKN, CIDB, DOSH and KKM. Local authority approval also needs to be obtained to 

resume operation. 

 

 Approval letter from authorities for a project to resume operation must be 

displayed in the office and sites for inspection purpose by the enforcer. 

 

 When coming back to work, in order to prevent the spread of the COVID-19 at the 

workplace and reduce the risk of it, contractor's safety PIC will require staff to 

make a Health Declaration and fill-up the form (attached) 
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 All foreign workers must undergo mandatory COVID-19 test and be confirmed as 
negative before they are allowed to start working at the site. Instate of Selangor 
and Federal Territory, all site workers, including the locals, are required to 
undergo the test. 

 
 
 



Jointly Prepared by IWK H&S Practioners 

Keeping safe and healthy in the workplace is essential at any time, especially in times like 
these. This document aimed to consolidate practical guidance on how to manage the 
continuity of the company daily operations after the movement control order period 
(Post MCO). It addresses risks to both workers and the general public. 
 
Following are the members involved in preparing guidelines returning to the office for 
Post MCO in Malaysia for Indah Water Konsortium Sdn Bhd. 
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1. Ir. Mohd Haniffa Bin Abdul Hamid IWK Chief Operating Officer 
(COO) 

Advisor 

2. Ayu Suriawaty @ Siti Aisyah Bt 
Bahkia 

Senior Manager Corporate 
Health  &  Safety (CH&S) 

Chairman 

3. 
Huzir Rizal Bin Mokhtar 

Manager H&S Operation 
and Maintenance 
Department (OMD) 

Committee 

4. Shahrul Bahrin Bin Zainal Abidin Senior Manager 
Head of Security Services 

Committee 

5. 
Salmiah Binti Masrom 

Manager Human Capital 
Administration Department 
(HCAD) 

Committee 

6. Abdul Latif Bin Juraimi Manager H&S Capital Work 
Department (CWD) 

Committee 

7. Mohd Sharidan Bin Mokhtar 
Executive H&S Practitioner 

Committee 

8. Sasitharan a/l Palanisamy 
Executive H&S Practitioner 

Committee 

9. Nur Fathilah Binti Mohd Yusof 
Executive H&S Practitioner 

Committee 

10. Muhammad Aidhil Firdaus Bin Mohd 
Nasir 

Executive Corporate Health 
& Safety 

Committee 


